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MIMORAMDUM FOR THE RECORD
GUBJRCT: Discuseion, informally, with [, ccrice of the DR/5, re

Persommel Records in OPC days, Prior to a Central Persomnel 25X1A9a

Office - 7 Sept. 56

I 25X1A9a |

25X1A9a 3, M vas first Chief, OPC and lster Chief, Personnel, Cavert.
25X1A9a

file folders ware to be centralised at the OPC level, that divisions and

branches were to turn over such material to ' office together with a 25X'A9a

certificetion that gsuch material was relessed. Great bundles of material

were received; also the certifications. Yet, later, MMM hed ocossions  o5yqags

to ocbserve division personnel files which were more complete and in better
order than his files. He found they had mede copies of all they wanted to
keep, that they continued to retsin papers which should have bean in the
oentral personnel folder. He believes it was proven then that operating
DD/P divisions and branches are going to keep persomnel materisl and they

won't be stopped. He observed that the present central persomncl office has
carteinly never tried to stop it.

- 3« I posed, as only sn off-the-record postulate, the queation of the
feanibility of centralising officisl persomncl files at the divigion level

in 0/P. Nr. ] coreiders 1t sn excellent idea, ateteds 25X1A9

@, Ap indicated in 2 sbove, with the file centralised in OP,
duplicates flourish.

be The divimion is the oommand echelon. Today, the field as well
a8 hesdquartersy reports directly to the division level. Becsuse it
is & command level and becsuse branches are contiguous to division
25X1A9a offices, I bolieves the division chiefs could gomsolidste personnel
files ai the division level eliminating branch and desk copies.

¢+ Froblems of sterilisation would bs reduced because the f£iles
would be under division control. Only when a file was to go out of the
divislon would sterilimation be necedsary. This would be dons by the
division personnel offioer.

d. One division's cbtaining 2 file from another division would
be sgimplified. Todasy OF is ealled; OP then checks with the division in
which the subject employee is located to get roleape before sending the
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2. Regarding the OPC dsyes Col. M issued an order that persomnel
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file to the requester. If the relesse is not granted at once, sevoral
calls are obvicusly made hafere the file is sent on its way. inder
the poseod myptem, ths requusting office would call the division's per-
sonnel officer whic would have authority to relesse the file in slmost
all ovses. Even when he éid not have such anthority, relsase would be
more rapid then under today's system.

. Fr. I beliaved that with the pertonnel folder at the divi-
sion level it would be used more and would hold more papers than it
daes Yoday. EKmowing it was under thelr control, the operators would
bs more willing to put relevant pepers in 1t. »hen an employec was
transferred out of a divieton, Mr, I believed that the division
wrald reviow the file prior to release to ramove ary non-permsnent data
and to steriliss where mecassary. He did not comsider this to be s
burden. He volunteered that 80 to 90K of the field correspondence in-
volved persommel) matters.

I. He suggests Fi [ivision for a trial run. 5hen he was there
the division chief did not spprove s plan to centralise the woricing
perscnnel files (unofficial) at the division level. However thiy have
£ new shisf who is reported to be more in favor of the plan. kd
I vould be the man o sse.

g+ He believed many problims would have %o bu solved before this
oonld be effectuated; did nmot elsborate.

k. Ofher observations concarning porsonnel filest

s. Bagk in OFC days every employss had a 2-day evaluation by Adk,
OTR. Ap evaluation report went in the personnel folder. It wae keyed
o the Job for whisch the man was hired. It vas not designed to be used
a8 & tool for evaluating the men fuor & different job, dubt wes being
used that way. For this reason, [l removed them from the personnel
folders - also begsuse he felt too many people without the ncved “o know
were reading the A&k reporta.

b. Bafore wy first question wes put, M offered thls otser-
vation, which he has been in faver of for pome time. (I inferrec that
thie position was also taken in & Htaff C study of the security of per-
somnel records.) ke bellsvem there should be a covert sub-station for
personnsl folders in the I-J-K~L Buildings srea. Then CP could route
personnel folders to the sud-clation from which they would be piciked up
by the requesting component. They would also be returned via the same
routing. The personnel files messsnger could make many itrips per dsy
to snd from the sub sonter. In-tramsit folders would be lecked up at
the sub center at the end of esch dey. I-J-K=L personnel would only
walk a block meximm te pick wp folders. Service should incresse be-
cause [ believes tho parsonnel messenger loses toc much time stopping
at all eontact points on each Wwip - hence less trips per day. He bee
lieves the swd-center should be under the control of the personnel rep-
resentative on the SL4/108.
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25X1A9%a " 8. Another obgurvaticu -hns proposed standerdization of
¢ persomnel records to b maintained by the /P carser boards, Fee
lieve he has written a momorandum on the subject. T
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TAB VII

Questions to be Considersd Before Decentralizing the Offieial Persommel KFile

1. Should all the officisl file be decantralized? Parhapy the equivalent
of a State Department administretive folder should remain in the Per-
sormel 0ffice. This is doubtful beczuse many field pemmsml minut.aa
are hsndled a% the third echelon lavel.

2. Is the decentraligation of the officiel file e separable phase or must
other functions be decontraliszed sinmulbencously? It is geparsble.

a. Other functions which should be considered for aubmqueat decentrali-
sation are:

(1) Prepayetion of the Notice of Personnel Actlon, B?-ﬁﬂ is under
study to determine the foasibility of semi-amutomatioc preperation
by use of specisl mschines. Proper utllisation of the machines -
niy reguive oentralisation of the function but if the machines
can be used for other work, it msy be practiceble to use them
at tzm third echelon.

(2) Maintenance of ceiling controls. As the aailiag is subdivided
by third echelon components, it cen be controlled at this level.
Whether it ghould be is & question of procedures integration
and should be decided after & detelled examinatlon of the pro-
cedures of the Records snd Eerviess Divimisn, OP.

(3) Prepevation of personnel stetistics. This, too, requires sn
, analysis of procedures integration. Overall parsonnel statistics
mist be issued hy a central group bub the basic statlstics can
be mainbained at any level 1f uniform procadures are used. The
_ mhine—pmparatian of personnel stetistios in FE Division is a
t study whioch should comtribute to solution of this problem.
e Office of Cantral Refersnce is also using IBK uachines to
oraate porsonnel statistics for its own use. .

(L) Qualificstions records sre msintained by the Qualifications
Aralysis Branch, OP. The gystem should be uniform but the
records mgy well be maintained by third echelons. Hany keep
gome records now, the momt complete one tmmd being in the Orfiee
of Hesearch and Reports.

(5) The new profile shest could be meintained by third echelons al-
though the procsdure should be uniform for maximum utilisation.
Third echelons and career boards have been preparing profiles
for some tlme.
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b. Functions which sheuld Pemain certralized ares

(1) Reeruitment. Centraiisation assures efficient utilisation of &
single field force.

(2) Classification, Bip 15 technical professional work which is
Rors oconomically arkixistersd sentrally. Classification officers
moy be subject to unjustified pressure 1f they are under ths con-
trel of third ethelen chiefs,

(3) Persenwl services dpal direedly with employess without cegard
to their srganimatiopal locstion and should remain centralized
for soenomy and unifermity,

(b) Hilitary personnel mervices and controls would be more costly
snd lope integration if decentralised.

How can We assure that all essential personnel papers sre meintained if
the fils is decentralised? There sre persennsl officers in thire ochalen

) . . for the preper meintensnce of
the depentralised official file. Thay should be atded and trained, if
Recessary, Yy a small group of persomel files and procedures technicians
in the Office of Personnel. “his asme greup should have a pérsonnel
files sudit function sueh a3 hw Civil Sarvice Commission exercisas for
these agemeier under its sontyol.

Should all third echelons maintain officisl personnel rilss? ihe opera-
ting compopents should, bat 1t will probably be ecomomical to meintain
& pusend echelon £ile which will include the folders of staff off-ce
®ployees (not UD/F Sopipr Steffe).

Would it be better to Put the official files in career boards? Te
boards are not oparating grougs and do not have the staffs to mairtain
the ff.ltt.‘ they should request the records they require. In DD/T this

Should the deesstralization of the file be taken in several steps? Yes,
in order to minimiss cenfusion and msintain the necessary controls through
development or extensicn of bapie procedwres. The steps should be by
components, howaver, not by decemtralising perts of the file to all

third echelons siamltansously which would #plit an employes's foldar.
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